
INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing th is  form. Forward signed original to' 
Dcpertment of Archives and Histoi-y, Records Management Division, 330 Capitol Avenup. Atlanta, Georgia, 30334, 
Attention: Scheduling Section. ___ ~ _ _ i _ ~ ~  _ _  -. ~ ..~ .~ . .~ ~ ~ ~~ ~ ___cdI:i.ji~'-- i -  

FOR ~- AGENCY USE - ~~~ FOR ~~~ RECORDS ~~ ~ ~ .~ ~ N A G E M E N T ~ G  
Application Numhr t Address 

Comptroller General 
Insurance Department 

-~ 
ipplicarion Oate 

Agents License Division 
132 State Capitol 

- - .- -1-1 I 

4pplication Number 

1954_ laXia*-L- . - . . .  . -. ~~. .~ ~ -~ 
CDivision and Officl Function What is the function of the Division and the Office in which this record &es i s  created? 

The Agents License Division is responsible for processing applications 
and issuing new agents' licenses and renewing permanent licenses; 
examining agents, conducting pre-hearkg confwences; and for preparing 
certificates for agents being licensed as mn-residents in other states 
dnd accounting for all agents licensing and certificate of authority fees. 

___~___--.____ l__l~__~_~_ -- _ _  .. ~ ~. ~ -~ -~ ~~~~ ~ .- ~. 

1. R d  Series Description This file contains the following~documents (include . . form .. numbers and rir/es, if any): . .  Attach samples of the file. 
Documents relating to: recording agents licensed to sell i.nsurancG in Georgia 

Included are: "Insurance License Ipplication," form GID-103; eXamination 
papers; related correspondence. 
cmputer printout entitled "Inactive Agent" printout shwing 
all agents who did not renw their license during license 
period. 

Also included is annual 

. .  

File is  arranged: 1980 and older_- 
. \  . 1981 .. on 7 n&iqally Ey license nmhr '... , ' 

_--~---. _I_ ~ ~ . .  .- - .. - 
B. Monthly Reference Rate How often are records referred to which are: 

One to six months old 
twenty-five . months and older-- -? l. 

9. Annual Rate of Accumulation of R e c o d  
Letter-size drawers -~--.; Legalsin drawers __. -2 

-~-,; Seven to twelve months old -' ._ -~-,: Thirteen to twenty-foor months old - '- ~ . ~ . ;  

:--.~ ____ ~ _I,-.~.-_A.-~-.. ~. .~ ~~ . . ~  .. 

21 linear feet Shelves - .Other (qecify) --- 



11. Retention Requirements +p following requires the series to be kept: 

a. State Law - ~~ ~ .years. 1. Audit period -~ - -- years. 
b. Statute of limitation ~ .yeart. e.  Administrative ne3d - -years. 
c. Federal law I . ..-.years. f. Federal retention instructions - ~ . .-~- years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

- 
~ -. ~ ~~.. 

12. ADwoved Disposition Instructions This agency recommends that  the file Aries be cut otf at  tht end of each: - .  . . .  . .  
Glendar Year; 0 Fiscal rear; U-Other -.. . .~ . . 

0 Hold in the current files area I- . -.month(s) ~ 

0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold - -. -year(r); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

.- - year(s); then 
.yeerts); then 

Vpon receipt of "Inactive Agent" printout, r a v e  inactive 
agent folders from active file and transfer to S t a t e  Records - . - .. 

These instructions 

center mth "Inachve Agent" ccmputer'printout, hold 5 years; 
then destroy. 

to II wic 

.~ . 

d futr umu tions of the sei ~s. 

lecommendations in pera- 
raph 12 are approved. 
If disapproved, attach letter 
if explariation.) 

ttorney Genersl/Derignee -_,-* ~+-.* .--* 
340-71; R w .  

~~~~~ ~ ~ . 



PAGE 
1 

,-.9-2-71 - -- _. and )..o.re. of thia I o n  sign o r i g i n a l  and tw s o p r ~ ~  Avvllc.tion l o .  Dat. Completed 

2 .A'.moy Appllcatloa lo. nd forvnrd t o  0,partwnt of Arohiv.. a i d  R<rtor#, Att.ntLon 

__T-_ - Yanmgmmt Offie&. 

R. McBroom 

3 _ _ -  3 .AOEICl. DI.Im10n. OubdIrIiIon b AdmIn1.t. 

O f f i c e  of C o r n p t r o h e r  General, Insurance Dept. 
Agents Licensing Division 
1 3 2  State Capitol 

- - L --- -a 
7 . A c 1-1 o KRQ+u 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; Ixl RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 
=T" - - -- - T-r-..7- "c .-m L. -7a _.- 7.- -_ - -- - 

Inactive F i l e s  

Issuing new agents licenses, renewing permanent l icenses,  processing 
application f o r  these licenses, creating and maintaing f i les  on over 
30,000 agents. Preparing and corfecting agent s l icense plates ,  exaiming 
agents, conducting pre-hearing conferences and holding formal hearing on 
offending agents, preparing certificate6 for agents being licensed as 
non-residents I n  other  states. 

, 

These files consist  of or ig ina l   em gia Insurance Department, "Insurance 
License Application ( 6 )  " (Form GID-103) : agent examination papers: Georgia 
Insurance Department, "INsurance License Renewal Application ( 8 )  I' 
(Form GID-101):  copies of individual l icenses  dated prior t o  1963, and copias 
of letters of cer t i f icaf ion .  The files also contain miscellaneous 
correspondence pertaining t o  an agent 's  history i n  the insurance industry. 

&en shelf-files - 
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-----5 -A ._ -- ~~~~ . .:~ - ~- ~ ~ .~ .~ ... .~. _&~~--:_-. 
QUESTIONNAIE r1.c. en "I" i n  tb. proper e01u.n. If anmwer 1, VIs: pl .*lo ox~laln 

7 

13. Is t h i s  the  Record Copy 04 t he  series? .i [S [ I  

-. .c1 -+1 

[ ~ l  p1 

..- ,I[ 3 : -m 
8 -the series . gocwnent ~ ~ ~ - ~ . ,  . ~ . .  pol ic ies  .~ ~ ma procedures of agency's operation' o r  fu;lctibn? [ I  '.'PQ 

[ I  w 
[ I  w 

. .  . 
there,-& duplication of t h i s  series i n  another o f f i c e  o r  agency? 

15. Is t h e  inforimdon contained i n  t k  s e r i e s  ever s m a r i z e d  o r  published? 
I i - 

~ , .  - . - - .. _ I  ~ 

_ .  . -  .~ . . - .~~ .. - s ~  ~~ . ..- .. '- . .- .~ ..c ~~. , ~ 1 ~ . .  . 

Does the  series .c.o-at.&n . c l q s i f i e d  infomat ion  requiring secur i ty  ~ h& .. . :rig? . .  ~. . . - ~ . '  

.. . ,- ' .- : '~ . -. - _  .- - . 

. ~ -.JC . .. . i 

18. Could t he  function be performed i f  t he  f i l e s  were lost o r  destroyed? 

19. Is the  series ( o r  major portion of i t) regularly microfilmed? If yes,  why? 
, . . .~. 

s t he  record series pf iviae diit&'e;s-Gput to an EDP, f i l e ?  

... . < .  ._ 

a. [ ]STATE b. [ ]STATW& OF c. [ ]AUDIT d.  [ ] F & D E W  e. [%DMINISTRATIVE f .  [ ]HISTORICAL 
LIMITATION PERIOD LAW DECISION VALUE 
(Cite Law, Sta tu t s ,  or other remon for  the re tent ion requirement) 
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December 6 ,  1971 *t 

SUBJECT: Records Mspoeltion B t a d a r d  

i 
! 

DEPARTMENT O r  

ATLANTA. OCORCIA 00334 
ARCHIVES AND HISTORY 

D l l L C T D l  6 S 6 - 1 3 S E  
I N I O I Y A t l O N  656-1581 

ARC* CODC 404 

, i To: COME'T ROLLER GENERAL ATTENTION: MICKEY ANDERSON, RMO 

a. hcloaed (are) b) approved Recor? ~ i s p o r i t i o n  Stanaarda for  the ionow- 
fller: 
S t a t e  F i r e  Marshal  Correspondence F i l e s ,  1963-Date 
Insu rance  Agents Files, 1950-Present 
L i q u i f i e d  Pe t ro leum Gas Co. Case Fi les ,  1960-Date 

2. The following actions w i l l  be taken t o  Implement the approved standard: 

a. Place the disposition standard on the f i le  rolder, f l l c  drawer, file 
cabinet or  other type or  container In accordance with the following 
example and enclosed labeling procedures: 
STATE FIRE MARSHAL CORRESPONDENCE FILES ( I n s e r t  Date of F i l e s )  
Cut o f €  a t  end of CY; h o l d  i n  c u r r e n t  f i l es  area 4 y r s . ;  then t r a n s f e r  t o  
Archives  permanently . 
SEE REVERSE OF PAGE. 
h.anafer f i l e s  t o  the records center, archives or  dispose of them 
in  accordance with the approved standard. 

b. 

C. Report eurplua f l l e s  equipment to  thle  orfice. 

Question6 concerning lmplaaentatlon of the approved standard should be re- 
fetred t o  this offlce (656-2379 or  2380). 

3. 

John &+ F. Dunn 9 State Records Management Officer 
Archl&s and Records Building 
Atlanta, Ge0,rgi.s 3033b 

Enclosures: 1. AR-50-71, Forni for Dieposition Standarss 
2. Labeling Procedures . 
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INSURANCE AGENTS FILES ( I n s e r t  Date of F i l e s )  
Cut of f  a t  end of screened yea r ly  f o r  agents no longer i n  the  insur- 
ance indus t ry  i n  Georgia; hold i n  cur ren t  f i l e s  area 3 mths., then 
t r a n s f e r  t o  records center ;  hold 7 yrs . ;  then destroy. 

LIQUIFIED PETROLEUM GAS CO. CASE FILES ( I n s e r t  Date of F i l e s )  
Cut of f  a t  end of CY; hold i n  cur ren t  f i l e s  area 3 yre., then trane- 
f e r  t o  reFords center ;  hold 7 yrs . ,  then destroy. 
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